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4 DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No.
15 23

Page of

Agency Division/Unit
DGS BPB&G/MSC DIVISION DIST. COURT MSCT-* ARBUTUS/CATONSVILLE

Item
No Description Retention

•

General Correspondence

All correspondence from Old Multi-Service
Division and BPB&G Superintendent's Office,
correspondence to and from other State
Agencies and general public.

Square Footage for Building

File contains the square footage assigned to
State Agencies with-in the building.

Construction Submittal's

Files include maintenance contracts, service
contracts, small procurements.

Policies, DGS, MSC Personnel DGS

Files includes rules and regulations, policies
for employees, COMAR's books, job specs.

Personnel Files (In-House)

Files includes personnel, i records, :in-service
frainingv general)\information, and asbestos
medical information

Retain for 3 years, then
destroy.

Retain until superseded,
then destroy.

Retain in office for 3 years,
send to Records Center for
7 years, then destroy.

Retain until superseded,
then destroy.

Retain until 3 years after
termination, 'then destroy.

Approved by Department, Agency,
or Division Representative.

~\- as \ - ' 1 ^

'^iJ),L/i\J^ y^/\7\
"5% S*PVN Six r, P V\ ' / i . \ i? O

O^cC\ \{\ ^ <=> >jc

Schedule Authorized by State
A r c h i v i s t . MAY 1 7 ^ 9 3

Date

g&ZJc /vy-/
Signature

"• U- \

DGS 550-1 (Rev. 10/92)
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4 DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.
1523

Page 2 o f 2

Item
No Description Retention

4

•

Contracts/One Time/Multi Year

Files include maintenance contracts, service
contracts, small procurements.

Supply Purchases

Files include all requisitions, out-of ̂ schedule,
requisitions, purchase orders, and inventories.

Health and Safety Files

Right to know files /hazardous materials
specifications, asbestos info, physicals,
fire drills, supervised and non supervised.

Retain for 5 years,
destroy.

then

Retain for 5 years, then
destroy.

Retain in office for 5 years,
send to State Records Center.,
for 20 years, then destroy.

-t • t. si . V-

DGS 550-1A (Rev. 10/92)
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I C

INĴ rWJCT-l QNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
DCS 880-1)

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE or r
DEPARTMENT/ACENCY

GENERAL SERVICES

2 . DIVISION

BALTO.PrTB.BLDG.fi

« . UNIT ARBUTOS/CATONSVTTJ.F,

MTTT.TT S R W T T P CENTER

DEFINITION.RECORD SERIES-* anOU* °W H " - A n O « • » » • NORMALLY FILED AND W I P A . A UNIT FOR
HEFCWBNCg A« WBLJ- AB WTBNTION AND DI BPOB IT1 f~> W M 8 E B 1_

4. RECORD SERIES TITLE

GENERAL CORRESPONDENCE

8 . EARLIEST YEAR/LATEST YEAR
1987 TO 1992

I «. RECORD SERIES DESCRIPTION (BHIKFUY DKSCRIBB TKK
•IN THE SERIES.

TYPKB OF- INFOmiATION/DOCUMBMTS/FOMMS FOUND
INCUUDK TMB. PURPOSE OJt FUNCTION OF TMK SBR1BB)

Includes all correspondence to and. from Superintendent's Office and Old Multi Ser.Ctr.

Div. Phone Requests, work requests,complaints, general correspondence to other State

Agencies, and general public,

7.

•

RECORD SERIES FORMAT(S)

LETTER SIZE ° MICROFILM

LEGAL. SIZE • COMPUTER TAPE

BOUND BOOK )f FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

OTHER(SPECIFY)

RECORD SERIES SEQUENCE

^ALPHABETICAL

• NUMERICAL

O CHRONOLOGICAL

n GEOGRAPHICAL

O OTKER(SPECIFY)

9. VOLUME

JfPlUE. DRAWER(S)
• MICROFILM REEL(S)
• COMPUTER TAPE(S)
0 OTKER(SPECIFY)

10. ANNUAL ULATION

FILE DRAWER(S)
• MICROFILM REEL(S)
a COMPUTERrTAPE(S)

i it FILE IS USED

X DAILY O WEEKLY D MONTHLY

12. FILE BECOMES INACTIVE AFTER

O MONTH(S) ^ YEAR(S) Q

IS. CURRENT LOCATION(S) [ BUM. .FLOOR. ROOM)

900 WALKER AVE. MAINT. DEPT.

14 . IS RECORD SERIES DUPLICATED ELSEWHERE?
t l F VCS, f K C I P Y AOENCY OK OFFICtt)

O YES JjfNO LJi^AJiA^iyj^,,

18 . ACCESS RESTRICTIONS HHYES ° NO
( I F V K S , CITK U A V ( S ) * rtsaui_ATiON(s)

16. AUDIT REQUIREMENTS

NONE O STATE • FEDERAL ° INDEPENDENTM
17. IS AN INDEX SYSTEM USEDT ( IF VKB.K>VLAIN

BRIKFLY AKD DIICRIU ANY HAROIARS/BOFTWARK)

o YES a NO

Files are in computer disc. /H-&

18. RECOMMENDED RETENTION

3 Years or as required because of

changes. Then destroy •

19. NAME AND TITLE OF PREPARER

IDA WASARKELYI ,SEC'Y II

'OSEPH SANPHELIPO, MANAGER

20. TELEPHONE NUMBER

410-788-9794

410-788-9794

21. DATE
12/20/92

DCS 350-4 (REV! 2/87)

Fig. 7



INSTHUC-p9fl«!..TVW OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISES RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
DGS 880-1 }

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7Z78 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF Y
DEPARTMENT/AGENCY

GENERAL SERVICES

2. DIVISION

BALTO.PUB.BLDG.& GRDS

»• UNIT ARHJTUS/CATONSVILLE

MtJLTT SFWTrP CENTER

DEFINITION'HhCUHD SERIES** attOU* O F I l * l - A ™ RECORDS NORHAU.V FILKO AND USED AS A UNIT FOR
REFERENCE AS 1BU. AS RETENTION AND DIBMIITtBN n m m i E l •

| 4 . RECORD SERIES TITLE
; SQUARE FOOTAGE FOR BUILDING ( FOR AGENCIES AT MSC AC )

8. EARLIEST YEAR/LATEST YEAR

198? TO 19Q?

I 6. RECORD SERIES DESCRIPTION JBWIKri-r DESCRIBE THE TYPES Or INFORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OM FUNCTION OF TN« BBK1BS)

FILE INCLUDES SQUARE FOOTAGE FOR ASSIGNED SPACES TO AGENCIES OF THE DISTRICT COURT

BUILDING.

7. RECORD SERIES FORMAT(S)

^LETTER SIZE • MICROFILM

Nf LEGAL SIZE • COMPUTER TAPE

B BOLMD BOOK O FLOPPY DISK

^ J AUDIO TAPE • VIDEO TAPE

^ B P OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

^ f ALPHABETICAL

O NUMERICAL

• CHRONOLOGICAL

a GEOGRAPHICAL

• OTHER(SPECIFY)

9. VOLUME

1/4
NUMBER

V F I L E DRAWER(S)
• MICROFILM REEL(S)
• COMPUTER TAPE(S)
• OTHER(SPECIFY)

10. ANNUAL ULATION

. XFILE DRAWER(S)
± / 4 • MICROFILMlfeEL-(S)
RTJBsnra COMPUTER T A P E ( S )

! " • FILE i s USED F 0 R REQUESTED REPORTS ANYTIME

O DAILY a WEEKLY V MONTHLY

12. FILE BECOMES INACTIVE AFTER RETAINED

a MONTH(S) o YEAR(BPERMANENTLY

I S . CURRENT LOCATION(S) ( BLDG. .FLOOR. ROOM)

900 WALKER AVENUE, MAINT. OE'FICE
14. IS

t lF

a

SERIES DUPLICATED ELSEWHERET
. SFKCIFV /.OEKCT OR OFFICE)
DNO

18. ACCESS RESTRICTIONS MHYES ){ NO
(IF YES, CITE I_AW(S) ft REOUUATION(B)

IB. AUDIT REQUIREMENTS

• NONE )C STATE • FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|F YES.EXPLAIN
BRIKFLV AKO OEBCRIBE ANY HARDIARS/ SOFTWARE) 18. RECOMMENDED RETENTION

X YES O NO Retain until superseded, then destroy.

IS. NAME AND TITLE OF PREPARER

IDA WASARHELYI ,SEC'Y II

-JOSEPH SANPHILIPO, MANAGER

20. TELEPHONE

410-788-9794

410-788-9794

21. DATE
12/20/92

DCS SSO-4 (REV1 Z/87)

Fig. 7



I f

IHS.TRUCTION«;. .TVPF OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS SBO-I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE
3

or V
DEPARTMENT/AGENCY

GENERAL SERVICES

2 . DIVISION

BALTO. PUB.BLDG.& GRDR

»• i*"T ARBUIUS/CATONSVTT.T.E
MTTT.TT !~WIT— CENTER

DEFINITION-RECORD SERIES*A OltOUP OP RBLATBD RKCORDS NORMAU.Y PILBD AND USBD AS A UNIT FOR
RBHCB A» WBI_ A_ RBTWNTION AMD DIBPOSIT t ON PURPOSES _

4 . RECORD SERIES TITLE
BC 7414 MSC- CONSTRUCTIONS SUBMITTALS

8. EARLIEST YEAR/LATEST YEAR

ll/14/80ro PRESENT

6. RECORD SERIES DESCRIPTION (•"••FUr «>«•"*»•• TMB TVPBB Or INPORMATf ON/DOCUMBNTS/I
•IN THE SERIES. INCL.UOB THE PURPOSE OH FUNCTION OF THE SERIES)

CONTAINS EQUIPMENT/CONSTRUCTION /PLANS/SPECIFICATIONS FOR BUILDING

7. RECORD SERIES FORMAT(S)

yLETTER SIZE • MICROFILM

•y LEGAL SIZE • COMPUTER TAPE

• BOUND BOOK ° FLOPPY DISK

^ J AUDIO TAPE Q VIDEO TAPE

f 0 OTHER(SPECIFY)

8. RECORD SERIES SB

a ALPHABETICAL

j|f NUMERICAL

O CHRONOLOGICAL

• GEOGRAPHICAL

• OTHER(SPECIFY)

9. VOLUME

, FILE DRAWER(S)

/
J~- O MICROFILM REEL(S)
7^ D COMPUTER TAPE( S)

NUMBEN o OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

j X F I L E ORAWER( S)
I-^ Q MICROFILM REEL(S)

raner ° COMPUTER TAPE(SJ
n mvrBIBPPrirvl

I Z * FILE BECOMES INACTIVE AFTER W
_ _ _ _ _ Q MONTH(S) D YEAR(S)
HUIIHIH

t*i &6j*yit. FILE IS USED

K̂. DAILY JC WEEKLY MONTHLY

13. CURRENT LOCATION(S) {BLDG. .FLOOR.ROOM)

900 WALKER AVENUE 21228-5341
14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlP YES. -PKCIPY AOeNCY OR OPPICB)

O YES JP NO

18. ACCESS RESTRICTIONS AC*"* ° NO
(IF Y B S , eiTB _ A > ( S ) ft mcaubATiON(s)

16. AUDIT REQUIREMENTS

JO NONE • STATE • FEDERAL ° INDEPE NT

17. IS AN INDEX SYSTEM USEDT { |p VBB.B»->-AIN
•RIKFUr AKD DIICRIU ANY HAROIARB/ SOPTIARE)

YES O NO

BY FILE NUMBERS

18. RETENTION

Retain in office for 3 years, send
to Records Center for 7 years, then
destroy.-

IS. NAME AND TITLE OF PREPARER

IDA WASARHELYI ,SECIY II
TOSEPH SANPHILIPO, MANAGER

DCS 580-4 (REVISED 2/87)

20. TELEPHONE

410-788-9794
410-788-9794

21. DATE
12/20/92

Fig. 7



IHSTRUCT;gfl!g..TVPir OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD S E R I E S . FORWARD

WITH RECORDS RETENTION SCHEDUl E
(DGS BBO-I )

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF s'

• •

DEPARTMENT/AGENCY

GENERAL SERVICES

2 . DIVISION

BALTO.PUB.BLDG.&

»• UNIT ARBUTUS/CATONSVILLE

MCILTT SFWITR CENTER

DEFINITION-RECORD SERIES-* OF MCLATKD RECORD* NORMALLY FILKD AND USBD AS A UNIT FOR
RENCB AS IBU. AS RBTBNTION AND DIBMIITIBH

4. RECORD SERIES TITLE

DGS/BUIIDING/PERSONNEL/SULES & REG'S. /CCMAR

8. EARLIEST YEAR/LATEST YEAR

July 1982 TO PRESENT

I 6. RECORD SERIES DESCRIPTION (" l l l « F l - T " • « • « THB TYNCS o r IHPOMUTION/DOCUIMTS/niM
FILES INCLUDE RULES/REG'S^H ™ E S E R I E S - • INCLUOB TMB H J M O . . OH FUNCTION OF THB SBPTIBS)

POLICIES^/FOR EMPLOYEES/ AND BUILDING RULES/DGS INSTRUCTIONS. ETC: CQMAR RULES

7. RECORD SERIES FORMAT(S)

^LETTER SIZE 0 MICROFILM

jf LEGAL SIZE • COMPUTER TAPE

^ BOUND BOOK ^FLOPPY DISK

^ ^ AUDIO TAPE O VIDEO TAPE

^ P OTHER(SPECIFY)

8. RECORD SERIES SE

% ALPHABETICAL

^NUMERICAL

O CHRONOLOGICAL

O GEOGRAPHICAL

° OTHER(SPECIFY)

a. VOLUME

X FILE DRAWER(S)
• MICROFILM REEL(S)
• COMPUTER TAPE(S)
• OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

^ F I L E DRAWER(S)
• MICROFILM REEL(S)
• COMPUTER TAPE(S)
O OTHPPICPF^tV% ...

tl . FILE IS USED

DAILY WEEKLY X MONTHLY

«*• F I L E BECOMES INACTIVE A F ^ B * X ' I }» J
wJQjjLg— ° MONTH(S) ^YEAR(S) |

I S . CURRENT LOCATION( S ) ( BLDG. .FLOOR. ROOM)

900 WALKER AVE. 21228-5341
14. IS RECORD SERIES DUPLICATED, ELSEWHERET

Air m , sPBeiipr /.OEKCT OM OFFICB)

x

IS. ACCESS RESTRICTIONS M Y E S O NO
(IF VBS, CITS UAW(S) a> BKOUUATION{»)

16. AUDIT RBQUIREMQ^^OI^UK:r^*££^^i

<3 NONE X STATE • FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDt ( IF VtB.UVUIN

•RIBFLT AKO DBSCRIBB ANY HAROIARc/BOFTWAHB)
IB. RECOMMENDED RETENTION

X - # NO

\

Retain until superseded, then destroy. i

18. NAME AND TITLE OF PREPARER

IDA WASARHELYI ,SEC'Y II

"JOSEPH SANPHILIPO, MANAGERj^a«

20. TELEPHONE NUMBER

410-788-9794

410-788-9794

2 1 . DATE
12/20/92

DCS S80-4 (REVISED 2/S7)

Fig. 7



*

IMSTRUCTJQt^f ..TYT>g OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS BBO-t )

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE or V
DEPARTMENT/AGENCY

GENERAL SERVICES

2. DIVISION

BALTO.PUB.BLDG.&

»• UNIT ARBUTUS/CATONSVTLLF,
m r n p w r r p CENTER

DEFINITION-RECORD SERIES A OWOUP OF RKLA'
RKPgRgNat AM WKUU

LTED RECORDS NORMALLY PILKD AND UBEO AS A UNIT FOR

A« RETENTION AND DIBPO111TI pff " « " n « M —

4. RECORD SERIES TITLE

PERSONNEL FILES ( BACK-UP )

B. EARLIEST YEAR/LATEST YEAR

July 1980 TO PRESENT

I •. RECORD SERIES DESCRIPTION (•"l«rUY " • « " « « TYPES Or INFORMATION/DOCUMENTS/FORM* FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF TNK ICmKI)

EMPLOYEE INFORMATION, IN-SERVICE -TRAINING/ MEDICAL ABESTOS/ ETC:

7. RECORD SERIES FORMAT(S)

^LETTER SI2E • MICROFILM

a LEGAL SIZE O COMPUTER TAPE

a BOUND BOOK ^FLOPPY DISK

^ ^ AUDIO TAPE • VIDEO TAPE

^ P OTHER(SPECIFY)

3" 3/t/Dets

8. RECORD SERIES SEQJ

O ALPHABETICAL

O NUMERICAL

O CHRONOLOOICAL

• GEOGRAPHICAL

OTHER(SPECIFY)

9. VOLUME

^ F I L E DRAWER(S)
• MICROFILM REEL(S)
• COMPUTER TAPE(S)
• OTHER(SPECIFY)

JMULATION
FILE DRAWER(S)

Q MICROFILM REEL(S)
rROTBBITa COMPUTER TAPE(S)

D nTHFP(gPFClFY)

). ANNUAL AC

fro*'
II. FILE IS USED

)( DAILY WEEKLY MONTHLY

*** FILE BECOMES INACTIVE AFTER

*}0— a MONTH(S) ^YEAR(S)

IS. CURRENT LOCATION(S) ( BLDC. .FLOOR. ROOM)

900 STALKER AVENUE 21228-5341

14 . IS RECORD SERIES DUPLICATED ELSEWHERET
l l F VIM, BKCIFV /.OEKCT OR OFPIC8 \jX-t 3 - A * " ^
X Y E S a NO P £ S f>e-&so»*J&c-

IS. ACCESS RESTRICTIONS HEYES • NO
i IP Y M , CITK UA«(«) ft ffeaUUATIOft(s)

16. AUDIT REQUIREMENTS . , " v <••

O NONE X STATE • FEDERAL Q INDEPENDENT

17. IS AN INDEX SYSTEM USEDT {IP VKS.KXPUAIN
•RIBPL.V AKD D H C R i n ANY HARDBAKE/ BOPTWARB)

18. RECOMMENDED RETENTION

a YES X NO Retain for 3 years, then destroy.

19. NAME AND TITLE OF PREPARER

IDA WASARHELYI ,SEC'Y II
'JOSEPH SANPHILIPO, MANAGER

DCS 350-4 (REVISED 2/87}

20. TELEPHONE NUMBER

410-788-9794
410-788-9794

21. DATE
12/20/92

Fig. 7



INSTRUCT I JONS.. TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS 5B0-I )

DEPARTMENT/AGENCY

GENERAL SERVICES

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7Z7B WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. DIVISION

BALTO.PUB.BT.nC:. ftTGRHR

AGENCY RECORDS INVENTORY

PAGE J> OF JL

>• « H T ARBUTUS/CATONSVILLE

MTTT.TT S E w m ? CENTER

DEFINITION-RECORD SERIES A mOUP OF RELATED RECORDS NORMAU.Y FILED AND USED AS A UNIT FOR
REFERENCE AM WEU. AS RETENTION AND DUWBITtMi wmWWM :_

4 . RECORD SERIES TITLE
CONTRACTS ( one time/inulti-year type )

S. EARLIEST YEAR/LATEST YEAR

1982 TO Present

I «. RECORD SERIES DESCRIPTION (•"l""rUr « « ! • « TKK TYPES OF" 1NKOW4ATI ON/DOCUMENTS/FOim. FOUND
•IN THE SERIES. INCLUDE TMK PURPOSE OR FUNCTION OF TNK SERIES)

MAINTENANCE CONTRACTS/ SERVICE CONTRACTS/ AND SMALL PROCUREMENTS

ETC:

7.

a

RECORD SERIES FORMAT(S)

LETTER SIZE ° MICROFILM

I FGAL SIZE O COMPUTER TAPE

BOUND BOOK V FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

O NUMERICAL

• CHRONOLOGICAL

Q GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

^FILE DRAWER(S)
JJ, Q MICROFILM REEL(S)

NUMBER
• COMPUTER TAPE(S)
Q OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

. ^ F I L E DRAWER(S)
/ / a MICROFILM REEL(S)
Tt&KBir0 COMPUTER TAPE(S)

D gfHgP(«5Bcnrv)

! it FILE IS USED

G DAILY O WEEKLY • MONTHLY

12. FILE BECOMES INACTIVE AFTER

O MONTH! S) X-YEARC8)

I IS. CURRENT LOCAT!CN( S) ( BLDG. .FLOOR. ROOM)

900 WALKER AVENUE 21228-5341

14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlP VCS, SPECIFY /.OEKCY OR OFFICE)
)(YES D NO 301 W. PRESTON,CONTRACT OFFICE

IB. ACCESS RESTRICTIONS MM YES • NO

( I F YES, CITE UAW(S) * REOULATION(S)
16. AUDIT REQUIREMENTS

O NONE O STATE O FEDERAL • INDEPENDENT

17. IS AN INDEX SYSTEM USEDT ( |p YIB.EWUIN

BRIBPLV AND DESCRIBE ANY HARD*ARC/SOFTWARE )

Q YES O NO

18. RECOMMENDED RETENTION

5 years then destroy

m
19. NAME AND TITLE OF PREPARER

IDA WASARKELYI ,SEC'Y II

JOSEPH SANPHILIPO, MANAGER

20. TELEPHONE NUMBER

410-788-9794

410-788-9794

21. DATE
12/20/92

DCS 3S0-4 (REVISED 2/87)

Fig. 7



fc
IUffTRUCT tQMS. .TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
DOS BBO-1 )

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 279

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

7 8
PAGE OF __

OEPARTMENT/ACENCY

GENERAL SERVICES

2 . DIVISION

BALTO.PUB.BLDG.

i . UNIT ARBUTOS/CATONSVTTJ.E
M ^ T T s p m / m a CENTER

DEFINITION•RECORD SERIES A amoup or RKI-ATBD RKCORDM NORMALLY FILXO AND USKD AS A UNIT FOR
RKFCRBNCK A» WKU. A9 RgTKNTtOM AMD DlgHHITIMI »».»aaga :_

4. RECORD SERIES TITLE
SUPPLY PURCHASES

B. EARLIEST YEAR/LATEST YEAR
1982 TO PRESENT

I 0. RECORD SERIES DESCRIPTION (•RIKPL.Y DKSCRIK THB
•IN THE SERIES.

TYF-BS OF* INFORMATION/DOCIMKNTS/PORM
INCLUDE TMK PURPOSE OH FUNCTION OF TNK URIEf ]

FILES INCLUDE, REQUISITIONS, OUT OF SCHEDULES , PURCHASE ORDERS , INVENTORY OF
SUPPLIES

7. RECORD SERIES FORMAT(S)

jg LETTER SIZE • MICROFILM

O LEGAL SIZE • COMPUTER TAPE

° BOUND BOOK • FLOPPY DISK

^ J AUDIO TAPE Q VIDEO TAPE

^•P OTHER(SPECIFY)

RECORD SERIES SE

O ALPHABETICAL

^NUMERICAL

• CHRONOLOOICAL

• GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

a FILE DRAWER(S)
Ij^r- a MICROFILM REEL(S)
/*** D COMPUTER TAPE(S)
NUMBER Q OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

O FILE DRAWER(S)
MS' a MICROFILM REEL(S)

tnmnr 0
 COMPUTER TAPE(S)

O fvrMPPteogfigir)

II . FILE IS USED

X CAILY WEEKLY MONTHLY

IX. FILE BECOMES INACTIVE AFTER

-3" Q MONTH(S) ^ ( Y E A R ( S )

1 3 . CURRENT LOCATION(S) (BLDG. .FLOOR. ROOM)

900 WALKER AVENUE 21228-5341

1 4 . IS RECORD SERIES DUPLICATED ^LSEJHEREt...^-,
I I P YK«, fWCIFY -ASSKCY OH,, PFFlKWt Q \

1 8 . ACCESS RESTRICTIONS
(IF vn, CITS UA*(>) a

MYES O NO
RKaUkATION(B)

16. AUDIT REQUIREMENTS

Q NONE ^ S T A T E O FEDERAL ° INDEPE WT \

17 . IS AN INDEX SYSTEM USED? ( if Y l t . W U I N
•RIKFL.Y AKD OKSeRIBK ANY HARDIARs/ 8OPTWARK)

I B . RECOMMENDED RETENTION

Q YES ^ NO RETAIN FOR 5 YEARS
then destroy

IS. NAME AND TITLE OF PREPARER

IDA WASARHELYI ,SEC'Y II
^^.^^JOSEPH SANPHILIPO, MANAGER

20. TELEPHONE

410-788-9794
410-788-9794

21. DATE
12/20/92

DCS 350-4 (REVI 2/87)

Fig. 7



INS*TRUCTIQNS- .TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHFTUn F
(DGS BBO-I)

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE
8

or 8

ftDEFARTMENT/AGENCY

GENERAL SERVICES

2. DIVISION

BALTO.PUB.BLDG.& GRDS

«• « I T ARBUTOS/CATONSVTTiLE
MTTT.TT CPWHTE CENTER

DEFINITION-RECORD SERIES-* amOU* °W "™^"
RKPERBNCZAS ™"

LTKO MCORDI NORMALLY FILKD AND USBO AS A UNIT FOR

AS wnHTiew ANB DISPOSITION, r — ° " M

4 . RECORD SERIES TITLE

HEALTH & SAFETY FILES:

8. EARLIEST YEAR/LATEST YEAR

July 82TO PRESENT

I 6. RECORD SERIES DESCRIPTION (BRIEFLY DHCRISK TKK TYPES Or
IN THE SERIES. IN

INFORMATION/DOCUMENTS/FORM* FOUND
TMK PURPOSE Oil FUNCTION OP THE IBREI)

INCLUDES , RIGHT: TO KNOW INFORMATION, HAZARDOUS MATERIAL INFORMATION, ASBESTOS/ FIRE
DRILLS, ETC:

7. RECORD SERIES FORMAT(S)

^fLETTER SIZE ° MICROFILM

Jjf LEGAL SIZE ° COMPUTER TAPE

O BOUND BOOK • FLOPPY DISK

^P AUDIO TAPE O VIDEO TAPE

^ P OTHER(SPECIFY)

8. RECORD SERIES SE

• ALPHABETICAL

- • NUMERICAL

^CHRONOLOOICAL

• GEOGRAPHICAL

• OTHER(SPECIFY)

9. VOLUME

'/so
NUMBBN'

FILE DRAWER(S)
• MICROFILM REEL(S|
Q COMPUTER TAPE(S)
O OTKER(SPECIFY)

10. ANNUAL ACCUMULATION

y _ >^FILE DRAWER(S)
-^<T5 O MICROFILM REEL(S)
KTJHHBR"a COMPUTER TAPE(S)

n «rHTp;«!PFgiinr)

111 FILE IS USED

, DAILY WEEKLY A MONTHLY

12. FILE
0

SCOMES INACTIVE AFTER
Q MONTH(S) ^YEAR(S)

13. CURRENT LOCATION! S) ( BLDG. .FLOOR.ROOM)

900 WALKER AVENUE 21228-5341

14 . IS RECORD SERIES DUPLICATED ELSEWHERET
t i r Y**»» * K C I F Y /.OEKCY OR O F r t e s )
• YES / (NO

1 5 . ACCESS RESTRICTIONS
( I F Y K S , CITK U A V ( S ) *

YES • NO
TION(S)

16. AUDIT REQUIREMENTS

O NONE ̂ STATE )(FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YKS.KXPLAIN
•I3IKFLY AKD DltCRIU ANY HARDMRS/ SOFTWARK)

O YES A NO

18. RECOMMENDED RETENTION

Retain in office for 5 years, send
to State Records Center, for 20
years, then destroy.

19. NAME AND TITLE OF PREPARER

IDA WASARHELYI ,SEC'Y II
-JOSEPH SANPHILIPO, MANAGER

DCS SSO-4 (REVISED 2/87)

20. TELEPHONE NUMBER

410-788-9794
410-788-9794

21. DATE
12/20/92

..f.'/,,\.iv>:'-;{\

Fig. 7


